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Saima baber <saima.baber56@gmail.com> Wed, Dec 21, 2022 at 5:25 PM 
To: jobswbproject@gmail.com 


Dear Concern, 
I would like to submit my resume for the post of “Accounts Officer”. 
I possess more than 6 years experience, hold responsibilities that include providing the assistance to the HR, 


operations and business development department and most recently is a student's academic record related 
matters. 


My skills and competencies center on employee relations leading to an empowered self-motivated personal. I 
am known for my work as I have been engaged with different departmental work which is directly related to 
relationship building. I have strong communication skills to make a positive impact. 


I look forward to hearing from you about an interview. 


Kind regards, 


Saima Baber 


z Saima_MBA_SZABIST_Karachi -pdf.pdf 
28K 


https://mail.google.com/mail/u/0/?ik=781 d9cccf4&view=pt&search=all&permthid=thread-f%3A 1 752826784052034654%7Cmsg-f%3A1 7528267840520... 1/1 


Saima Baber 


Residential Address: Flat No: 303, Chappal Apartment, Clifton Block-4, and Karachi. 


Contact Details-Cell # 0303-2459818 


Summary 


Work 
Experience 


30-Dec-2016 till 
today 


Email Address: saima.baber56@ gmail.com 


Seeking for a challenging position in a progressive organization with the aim to 
contribute positively towards the objectives of the organization to the best of my 
capabilities and to enhance my professional skills and excelling career. 


Records Officer 
SZABIST , Karachi 


Verifying and validating graduates data from database (ZABDESK). 
Checking the list of graduates of all campuses before annual convocation 
and hand over to the Sr. Controller for printing the Degrees. 

Checking the Final Transcript and Degrees of all the campuses before 
signing. 

Handling of student queries related to Records Department such as 
issuance of Provisional Transcript, Final clearance process, issuance of 
Final Transcript, Degree issuance and other academic issues. 

Checking the drafts of Transcripts before final print. 

Responsible for the verification of student’s credentials for further 
studies / employment. 

Maintaining and Updating the Graduate lists of Larkana and Hyderabad 
Campus. 

Facilitating the students in their documents attestation and verification 
for the immigration and further education purpose. 

Responsible to look after and answer the general queries via emails and 
telephonic on daily basis. 

Issuing of Provisional, Final Transcript and Degrees to students after 
checking their identity. 

Guiding and assisting the all four campuses in their Record related 
matter. 

Collecting and processing the Degree Claim, Final Clearance, 
Provisional Transcript, Letter Request and Degree Completion Forms on 
daily basis. 

Assisting the Sr. Controller Records in checking and verifying 
Prospectus, Students Hand Book and Graduating booklets student’s data. 
Checking and Verifying the grades and CGPA of the students as per the 
policy. 

Checking and verifying the courses studied by the students as per the 
prospectus and semester offering. 

Making the verification letters, Bonafide letters, English Proficiency and 
Visa letters to students on daily basis. 


May-2016 
to 
Oct-2016 


Dec-2015 
to 
Apr-2016 


Nov-2014 
to 
Dec-2015 


Assistant Manager Operations 
Back Check Group, Karachi, Pakistan 


Extract overall productivity reports of all the Team. 

Assist team in the daily activities, issues and client vise report related 
matters. 

Coordinate effectively with the QC department w.r.t the team’s 
performance and get updates of QC rejected cases and counseling plans 
in the reduction of the QC rejections. 

Own and engage oneself with a certain suitable number of all junior 
level tasks to identify and highlight automation and improvement areas 
Gather, organize and share the details of all the problematic and stuck 
tasks with Manager Operations for way forward and final actions. 
Assist and support Manager Operations to ensure the vendor invoices 
received and cleared on time within a weeks’ time every month. 
Ensure floor decorum is maintained and associates adhere by company. 


HR Executive 
Back Check Group, Karachi, Pakistan 


Responsible for initial recruitment process. 

Job postings via recruitment groups, LinkedIn, Facebook career pages & 
contact universities placement departments. 

Resume collection & updating their records in resume bank. 
Shortlisting of resume according to the Job Description. 

Responsible for the interview Scheduling, evaluation and updating of 
responses. 

Updating of the leaves management system. 

To give Orientations of new appointment. 

Keeping documentation of employee separation process. 

Responsible for the verification of Employees Degree, references and 
previous employment. 

Checking the weekly attendance of employees. 

Inform the policies and procedures to the employees 

Update the verifications status and make reports. 


Junior Business Development Executive 
Back Check Group, Karachi, Pakistan 


Searching of high profile multinational companies. 

Make connect with the HR personal via LinkedIn, companies’ websites, 
via email and calls to Share Company’s profile and services broacher. 
Make follow up calls to ask them if they are interested in the services. 
Sent weekly update emails to the clients. 


Education 


Skills 


Languages 


Reference 


Master of Business Administration - Banking & Finance 
SZABIST, Karachi 


Bachelor of Business Administration - Finance 
Shah Abdul Latif University, Khairpur Mirs 


Self-Motivated, Hard Working & dedicated to work. 
Skillful in MS-Office. 

Able to work under pressure and to meet deadline 
Enthusiastic and keen to learn 


e English, Urdu, Sindhi & Seraeki 


To be furnished upon request. 


2014 


2011 


